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MIHIMOM VOCATIONAL COMPETENCIES IN MARKETING AND SALESMANSHIP 


JOB OPPOATLNITIES 


Tlie following are the job opportunities available for those persuing 
vocational course in Marketing and Salesmanship 


WAGE EMPLOYMENT 

1. Geiieral Salesman 

2. Sales Assistant/Shop Assistant/Counter Salosman/Att end ents/ 

D enonstrat ors. 

3. Retail Salesman 

4. Street Vendors (e.g. Hawker, Newspaper Seller, Milk Supplier etc.) 

5. Whole Sales Salesman/Selling Agent 

6. Purchasing Agent/Bviyerj 

7. Technical Salesman/Sales Representative/Technical Sales Eemonstrator; 

8. Touring Salesman/Travelling Salesman; 

9. Auctioneer/Auction Crier/Auction Sale Conductor; 

10, Insurance Agent; 

11, Property/Estate Broker/Property Agent Dealer 

12, Share Market Broker/Dalai 

13, Export Salesman 
14* Eashion Model 

SELE EMPLOYMENT 


1, Set up as a whole sale trader 

2, Ojen a retail shop/establishment 

3, Work as a commission agent 
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4., '-Ca-ko up an agency 

5. Ac-fc as a S-fcock±s'fc 

6. Act as an or'd.en—supplien/tendLen—suppliei* 

7. Operate ±n a weekly retail Bazar 

Hoto; Competencies for tlio aBo'vo seven tasks are cormon as gfi.ven under wage employnent. 

Bor the purpose of identification of knowledge, skills and personality traits 
components in Salesmanship Course tho various 'job opportunities under the head wage- 
employment aro grouped under tho following two categories: — 


Category Job Opportionitics 

A Retail Salesman: Selling to customerCjob opportunities 1,2,3 and 4 

ar o vor ed und er it), 

B. Whole—sale Salesman: representing a manufacturer, selling directly to 

. retailers (job opportunities 5 and 6 are covered by it) . 

G, Industrial Salesman representing a manufacturer selling directly to 

business enterpriBeB( job opportunity 7 is covered und tsr it), 

D, House to house direct to consximer selling r^rosenting a manufacturer 

(job opportimity 8 is covered mr.i er it), 

B, Spocinlized category of salesman — The job opportunities from 9 to 14 

under the head wage employment are a littlo specialized in character, hence 
rcq,ulre some additional knowledgo on the part of a salesmanC in addition to 
the knowledgo and skills in salesmanship) of the area in which, he/she is 
functioning e. g. , of auction, insurance, share market, exijort, grooming etc. 
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TASK I 


T..£'K II 


TASK III 


TASK TO BE PiREORMED UKDiR EACH CATEGORY OP JOB 
WAGE EtCPLOYMEMT 

flATEGQRY - 'A' _ RETAIL S^JjESM/IN SELLING TO CUSTOMER 
Receiving and. n.tt ending the CaetonGr : 

- Greotinc and extending courtesies to the custonor 

- Expressing the intention to wait upon the customer 

- Listening to the customer 

- Guiding the customer to reach the proper counter 
Ascertaining, the Customer Needs ; 

- Asking q,uestions about use 

- Enquiring the purpose for which the articles are required 

- Showing the merchandise samples (if possible) 

- Watching actions and other expressions of customers. 

- Listening attentively to what the customer asks for and his querries 
about merchandise 

Disnlav ing Mprehandise 

- Selecting merchandise to be shovm first 

- Displaying enough merchandise to afford sufficient choice 

- Showing hov7 the merchandise would look in use(±f possible) 

- Getting merchandise to customer quickly 
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TASK .IV Pr.e’aent.lng Sales arguments t 

- Drawing attention of the customers towards the exclusive 
features of products 

- Describing the product and its utility 

- Quoting the price 

- Meeting customer objections 

- Observing what qualities the customer) is interested in and discussing that 
task V Closing the. Sales ; 

- Centring attention on a few products 

- Leviowing the selling points and fenalising the products under consideration 

- Creating good will 

- Masing out sales check 

- Counting, measuring and weighing the products 

- Packaging and billing 

- Answering questions about delivery aid holding goods 

- Delivering the package 
TASK VI Pracclslng sua-geative selling : 

( - Offering a substitute when the products asked for arc not available. 
Suggesting for the purchasing of goods asked fur at a later date on the 
arrival of goods. 
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- Suggesting the purchase of Economy Packs (wherever possihle) 

- Suggesting the purchase of other products in the shop/other departments 
in case of departmental stores and Super Bazars* 

TASK VII Other Sales related activities: 

- Opening and closing of the shop 
Keeping the sales counter neat and clern 

- Unpacking and storing the products at preper plr. ces 

- Keeping a record of sales and maintaining accounts 

- Organising of Stock clearance sales. 

- Keeping products neat and clean 

— Bringing ordered goods from the Stock. 

- Taking delivery of goods from the nanufactur er/agents/transporters, 

- Pi-icing and price tagging 

- Ct^llecbion from the Dohtors. 

TASK VII I Aincilllarv Selling’ .nGtivitlga ; 

- Preparing a daily work plan 

- Attending sales meeting 

- Euoping onosolf informed of the industry, company, buyers motive, company 
advertising and competitive products. 
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Tji.sk is jfLFt.er spaos... aorvicin^- activitioa; 

- Tcllin/; custonors about q^uarantoo and sorvicincCafteroalos) 

- Shomnr; and discussing th.o Service Booklets 

- Beliverinj the service booklet. 

- Makin;j^ follow up calls to ronincl custoner to get service p 

- G-cod xfl-ill duties collin'; on custonors o,t regular intervals after 
the delivery of Gc.ds. 


Cju.TEGO?vY - 'B' - 111/11010-80.10 Salosnan .rc-prcsunting a nanuf'acturcr selling 
- diroGtl 3 r to retailors , 

B, Task te bo perfornod under each job (Job E-csponsibilities: 


^4-pi; I Maintalnin/? Sal o s ,cf Established itens s 

- Leninding retailors of itens wliich they can possibly csrry; 

- Checking dealer's retailers stock 

- Trkinjj, orders for the itens nc-c in stock 

T.^bu II S ellinj^ new itens not now stocked by the retailer 

- Showing, of sanplea 

- Gottin - few ijioces irtroduced in each ifetore 

- Discovering itens irhich oust oner should ask for. 

T..SIC III latrj3dj3jij i /g_S^lJ^.^^^ .id.daZDQ3jLc_eB 

- Carrying soiling: aids 
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TzlSI: iy 




~ Sottinc up of counter displays 

- Oallint:; on retailer's attention to conpany's advertisonent 

- Ordering for sales aids tc be delivered to the rctailoer 

- Setting up of naso uerchandising displays and introducing 
price-lists/tickets, window-display etc. 

S c^ll inff Kanuf a ctur er' s M or ch^nd isin p. P Ian 

- BiTucating various uses of nonuf actur er' s product 

- Stressing importance of turnover in earning profit 

- Eroscnting the product f cn’ inspection 


- Istahlishing understanding 

- irranging for the return of norchandise for roplaccncnt 

- E-novjing axdjustnont policy of tho manufacturer 

- Gollocting dues from the retailors 

- Preparing tho list for collr.ctian 

- Remitting tho colloctions to Head Office. 
^o_Q-dwjJLL_P_ut.jLQa 

- Contacting dealers/rctanlers at rcgulnr intervr.ls 


counter cards. 


- fhquirinj about market trends 

- Eaquirinj about defects, coniDl.aints and acceptability of the products 
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- Infornin/^, the Hand Office rGgnTdini- above 

MK ._VI1I Duties ■oi. a P.njchasing Agont/Buvor 

-• Receiving instructions fron olionts for specification of goods 
end rates at which the goods are to be* purchns eel 

- Purchasing goeda on behalf of clients 

Taking delivery of the gcods purchased and naking arrangenent for 
packin.-j and delivery of goods 

- Aijpraisin;: nnd wGighing goods to deternine their value 

- Sorting purchased goods according to their type, quality and value 
for the purpose of selling 

- Me king payr.>-nts for purchases 

- Pcrwardlng receipts, bills etc. through bank for collection for goods sold 

- Offering quotations against tenders 

- Attcnrlinc^ to all corresp end once and enquiries pertaining to his/her 

vactivit it s 

- Keeping close liaison with producers agent for knowing market fluctuations 

CATEGORY 'O' - Industrial Salcsnan representing a rmufacturer selling directly to 
- ' b usiness. .cnt_ernrls.ea __ 

TASK I S e curina Int ervicws 

- Selecting right nan to see 

- Proparinf for interview 

- Gaining attention of prospect 




- Arousing interest 

- Obtaining knowledge of the prospect's problems 

- Explaining the products 

•- Gaining the confidenco of the prospect 

- Creating a device in the prospect for comnodity 

- Demonstrating 

- Meeting objectixjns 

- Securing orders 

'JAS K III CjMustinj; t he„D omonst rat ions 

- ireparing for the demonstration 


1/ Gonductinr the Sui’vov 

~ Preparing for the survey 
toviiilng_tha_Prosp ect 

(As in the case of retail salesman's category 'A' Task IX 

(As in the case of retail salesman - Category A TASII VIII) 

£ii§kJII I^ain..-: ^C Qiir)nnvL..5_,ldvLQr njil_ .SAiU.„in;?__..aid a 

(As in the case of whole-sale sal^-sman ropresonting a manufacturer 
Category B - TASK III IV) 
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CATEGORY ’ 
TASK I 

..SR II 

I II 

TASr IV 

T..S.. Y 


E’ ™ House to House direct to coneunor selling; representing a 
nmirf ncturor_ 

Sellln.'-j to Ea t ntili shod Gust oners 

(All the activities sta,tcd in CateA-ory 'A') 

TASK I TO IX 

Socurinr:. and acllin/? to Noiq- Gust oners 

(In addition to X'j-ho-t is stated in Cate.^ory 'A') 

TASK I TO IX 


- Dcscrihinj proniun offer 
« Eenonstratin/^ 

“ Giving free sanplo for use 

- Esteblishinrj Happert . 

- Canvassin^: 


- Presenting,' norcliandiso f oi* sale 

■ Auxilliarv. _Sj3l.l.in^ Activit ies 

(As stated tmdor Oo,to.:^ory ’A’) TASK YIII. 


Callin : on oust oners at regular 


int orvr'l s 


- Adjusting,' conplaints 

- linquirin;;? about the defects and conplaints of the product 

- Arran,[;inc for the return of nerchandise for replacenent 

- Ropoi-’tin;; the Hoad Officer 
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CAi'F^iORY E(I) - AUCTION/AUaTIOlJ-CrlGr/AUCTIOH-SAIE-COEBUCTQR 

liiSK I OrrrjiisiH.' n.ncl conducting: Auction 

- Orjrinisin: auction and scliin~ tr hi-::hest biddor 

- E.ccoivinj:.:/nakinG arran;:,ei:iant to "bring article- to be auctioned 

- Hakin:; invent cries of itens to be sold givin;; their short description 
and ail0ting nunber to each item 

- Faxing the date and bhc tirae of the auction in consultation uith the seller 

- Dof.cribing briefly articles to be aucticned 

“ Publicising auction through hand-bills, postors, advertisonont 
in neifspapors etc. 

- Acting as Crier during aucti-.-n-sales 

- Stinulatlng conpetitive bidding 

- Repeating highest and final bid at throe tines and dossing the 
salt^ to the highest bidder 

- Writin^- a;.,ainst each it on naiac of the highest bidder ord the price 
off ored 

- Keeping accounts of noncy realised and ronitting it tc 
seller after deducting comission 

- Attending to correspond once relating to his business 
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OIJIJGORY E(2) - INSUREJICE S^'J/ESMill/AGME 
QIaSK I Scllin^r InsumncG Plm/Policies 

- CGn1:,vci:in2 prospective clients .".nl emvassing 

for the sale of insurance policies 

} - Conpilin-; list of prospective clients 

- nttcDptin-:' to soil insuronce by explaining benofits of various plans 

- Getting; proposal forns filled by the client 
'i'-'SK II Porf >-rr.in;? Insuro nco relat_c£!- activities 

- Makip^; arranrjcriont for ncdical extanination 
preporty inspection or other policy stipulation 

- Collecting: advonco deposit a.coinst first preniun 
rand ronittinf: tho sane to branch office 

- Assistinia policy-holdors in sorvicinj their i)olicios 

- Koepin/: record of business booked by hio: and collect 
amount of connission due to hin 

- iissistinf: polio/“holders in gottinc their clains sottl©!, 

OiiiEGOfQ E^3) - iro pGr_ty__D oaXej! /Estat e Brokcr /Proa orty_Jl^Tont 

TASK" I Adv isina and assistin/^-tJifi^jcllcat . 

- idvisinc client on purchase, sale and lease of real estate/property 

- Assistlnj thorn, in settlinj of deal on comaissi n basis 

- Contacting intending seller and purchaser of the property 
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I .er£.Qrmlog t)roT).er_lv related activitieB 

- Obtaining details of property to be held or purchased 

•“ Estimating value of property, finding out prevailing rate in the 
locality 

Consulting engineers, municipal authorities for getting further 
details regarding title, mortgage, taxes etc. of the property 

- Scrutinising list of sellers and prospective purchasers maintained 

“ Contacting them to find out requlrcm nts and placing before them 

proposals regarding diff orent cs bet c/prop erty available for sale/loa's^e 

- laking buyer to site and shox^ing him the property 

- Helping buyer and seller to arrive at on agreement 

Collocting earnest monoy from bhe purchaser and arranging to remit 
it to seller 

- attending to corrospondesnee pertainin^’ to his business 

- Advertising property for purclnse/salc/lease 
-- Approraching legal advisors with parties ccncerncd 

- Erav:in^,' out terns of contra.ct ->nd fi .lising dood 

CATEGORY E (4) _ SHARE HAPJIET BROKIR/DiJLAIi 
TASK I toll in'-, SbiP.ro.s^ Hjnd^^nnd^ojLhx^.. S.ccxn^^ 

- Eiarnishing inforoaxion to prospective customers re,girding sharcs/"bonds/ 
socuribics, prospects of busanoss and market conditions 

-• Purchasing and selling of shares, bends and other securities 
on behalf of customers in stock exchange on comnissicn basis 
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■TASK II Anrlysing Market Xrund.s. 

- Studying]; bolnnco ahoct of various business concerns nnd nartot rates of 
inportant shares, bonds, securities etc. 

- Explaining the custonors advnnta^os/disojdvanta£;cG cf buyin^'j and selling 
various typos of securities 

T>.SK III Perfornin.a Routino Activities 

- Maintaining account of day-to-day transactions and settling accounts 
with clients periodically after deducting bis coaaissicn 

- Attundlng to all corrc,spond>ncC’ ccnncctcd. with his business 
dAl'EGOKY E (5) - EIPORT SAISSM 


f*.SlC I 


lAoK II 


Contactina and aolootln.-: DiatJi])Mi)X a 

- Studying qualifications of interested firns/pnntios, secjiring ^ 
infornation about thou, recouuending j’iras/pr'rtios to^be approaebcu, 
providing distributors x^ith product infornationl helping distribu'cors in 
export norket potentiolitioG. 


analysiti, 


jmalvsinfc jioniLQtitiQn 

- Anrlysing conpetitivo situations to ensuro that prices, discount and 
C'tbcr terns and conditions arc conpetitivo 


TiioA III 


Excoutina Exnort Order 


- fuialysing export procedure; invest!-ating shipping charges peric 
nGtilylng conpany of chrarges in such ch-''i’jt-s, supplying conpany 
panplcts covering local lax^s, taxes etc. 


dically; 

xrith 
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TASK n 


TASK V 


TAbK YI 


TASEL I 


TAbK II 


Credit and^Kinancial.. Ac.tlyltiea 

- Reporting on credit standing; recovering and collecting 
dues 


Making. AdjuatM_t^ 

Inspecting articles submitted for adjustment; determining amount to be 
charged in replacement, reporting on adjustments. 

- Corresponding; reporting on competition, estimated sales, advertisement; 
preparing general and special reports. 

OATEGORI E (6) - FASHION MODELS 


Modolling^nd, DianlaiiM 

- Modelling garments and accessories such as jewellory, 
foot-¥oar, cQsmotics, hand bags for display to respective 

customers. 


Ornoniing n.r ]d PemonstratlM 

- Irosaing to sample or oompletoi Etonaits; malohtag jewdlciy etc. 
onri cstnud turn, and walk to demonstrate features such as quailiiy, 

to lesorvors at fashion show, piiYato shorings and retail 

Gstabliahmonts, 
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I'ASK ANALYSIS (Identification of Knowledge, Skills and Personality Traits) 


Category - A: Retail Salesnon (Jobs 1 to 4) 


IfOtr - Tasks 


Knowledge 


1Rocoiving 
and 

attending tbe 
cu.sto'Tiors 


- Social etiquetles 
and cuatona 

- local languages 

- oust oner psychology 


- shop layout 


2, Ascertaining 
the oust cnera 
needs 


- Knowledge of 
different uses 
of different 
products 

- Diff erent 
availahL e 
sanplee 

- Facial 
expressions/ 
face reeding 


Practic e/Skill 


Personality 
Tralnts 


- Ability to greet 
oustoners suitably 

- Ability to connunicate 
in different language 

- Ability to d eal with 
nore than one custonesr - 
at a tine 

- Ability to list en and 
underst'^nd the customer' 


Promptness 
Courtesy 
CheerfulnosB 
Good speech habits 
Punctuality 
• Personal Grooming 
Judgement 


- Ability to h^p the 
custonor to reach the 
proper counter/place 


- Common sense 

- Enthusiasm 

- Efficiency 


- Tactfulness 


- Ability to frane 

appropriato queat ions 

- Ability to ask 
relevant questions 

- Ability to elicit 
proper response 

- Ability to elicit 
proper purpose, skill 
of purchasing the 
product 

- Ability in displaying 
the sanplos 

- Ability to prepare 
sanplos/sonple packs 


- Cooperation 

- Initiative 

- Promptness 

- Enthusiasn 

- Courtesy 

- Cheerfulness 

- Good speech habits 

- Acceptance of 
r esp --'n s lb il it y 

- Honesty 

- Judgement 

- Common sense 




3, Displaying 
morchandise 


1-, Presenting 
sales 
arguncnts 
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- Knowledge of 
dlff erent 
nerchcaidise and 
its us os 

- Merchandise 
location 

“ Custcner's needs 
/• 

- Delivery tine 

- Display presentation 
various typos of 
display 

- Dononstrations 


- Knowledge of the 
different features 
of the product 

- Methods of drawing 
att ention 

- Uses of products 

- Prices of products 


- Skill in f ace 
reading 

- Ability to arouse 
interest and 
curiosity 

- Practice in 
locating the 
nerchandise 

- Ski 11 in ' s cl oct i on 
to natch custoner 
preferences 

- Skill in di^laying 
necoBS ary 
nerchandise 

- Ability to dononstratc 
the practical use of 

products 

- Ability to novo the 
n er chand i se qu i ckly 

1 Skill in explaining 
displaying the 
features of the 
product 

- Ability to draw 
attention 

- Ability to explain/ 
dononstrat e the 
uses of products 


Efficiency 

Tactfulness 


Coop eraticn 
Init iative 
Pronptness 
Accuracy 
Courtesy 
Cheerfulness 

- Patience 

- Obedience 

- Judgenent 

- Connon sense 

- Bnthusio.sn 

- Tactfulness 

- Cooperation 

- Tnitiativo 

- Pronptness 

- Accuracy 

- Courtsoy 

- CheeffulnesB 

- Acceptance of 
responsibility 
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Gonpeliitivo proinct 
in the narket 

Conauners behaviour 
and notivation 


- Ability to 
quote prices 
suitably 

- Ability to 
convince the 
oust oners 
appropriately 
and conpetontly 

- Skill in 
understanding 
and pin pointing 

oustoners needs 


Closing the 
Sales 


Knowledge of 
custoner's 

preferences/ choices 

Features of praluct 

Weights and 
neasurenents 


- Skill in 
identifying 
custoner's" 
preferences/ 
choic es 

- Skill in 
explaining/ 
denonstrating 
features of 
product 

- Ability to 
narrow down the 
preferences/ 
choices of 
oustoners 


- Trust¬ 
worthiness ^ 

- Judgenent 

- Conrion sense 

- Interest 

- ihthusiasn 

- Willingness 
to accept 
criticism 

- Efficiency 

- Patience 

- Dependability 

- Sincercty 

- Cooperation 

- Initiative 

- Promptness 

- Accuracy 

- Courtsey 

- CheerfulnOSS 

- Acceptance 
of 

responsibilitj/ 

- Honesty 
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Modes of 
packing 

Sinplo know-lGdce 
of 1)1118, invoices 
and nenos 

Modes of delivery 

Provisions of 


- AlDility to lelp 

the oust oner to nake 
final selection of 
product 

- Ability to win the 
confidence of the 
oustoner 

- Ability to natch the 
product with the 
ordcac 

Skill in weighing 
) 

- Practices in 
oeasurenent 


sales of goods 
Act ^ artaining t o 
delivery and holding „ 
of the goods 


- 'Skill in packing 

the different typos of 
products properly 

- Ability to deliver 
goods 


- Ability to interprete 
the provi-sions of 
sale of \^oods Act 


- Pollowirijg directions 

- Judgement 

- Comon Sense 

t 

- Interest / 

- Bnthusiasn 

- Politeness 
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, Practising 
suggestive 
selling 


- Knowledge of sulstitutes 
and supply period for 
different products 

- Avallablo economy Packsj 

- Products available at 
other counters 


- Ability to find substitutes 

- Ability to replenish the 
stock 

- Ability to convince the 
customer 

- Ability to guide the 
customer to reach the 
proper counter 

- Ability to persuade for 
alternative product 


- Irbaity 

- Cooperation 

- Initiative 

- Promptness 

- Accuracy 

- Saotional 
attachment 

- Courtesy 

- Acceptance of 
responsibility 

- Judgement and 
common sense 

- Efficirncy 

- Tactfulness 

- . efcouroefuiness 


J. Other related- Knowledge of principles 
activities of storing 


- Ability to lock and 
unlock the shop 


- Cooperative 

- Initiative 


- Shop hygiene 

- Recording of the 
sales in the books 
of accounts 

- Principles of Accountancy 
and recording of 
transactions 


- Skill in packing and 
storing 

- Ability to maintain 
the counter 

- Practise in recording 
the sales transactions 

- Skin in displaying 

- Ability to evaluate the 
inventory 


- Promptness 

- Accuracy 

- Resp onsibilit/ . 

- Judgement 

- Common sen^io 

- Efficiency 

- ResoureefullnesB 
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- Displaying 

- Scock and stock 
taking techniques 

- Market fluctuations 

- Rules regulations 
and conventions of 
various nodes of 
transportation 

“ Prices of products 

- Coding prices 

- Modes of collection 


- Ability to fix 
the price 

- Ability to forecast 
narket fluctuations 

- Practice in keeping 
the products neat and 
clean 

- Ability to arrange 
for the novenent of 
the goods 

- Ability to got delivery 
of goods quickly 

- Practices in chocking 
the goods with check¬ 
list Invoice 

- Ability to decyphnr 
the price codes 

- Ability to put the 
price tags 

- Practices in the 
colloction of dues 


8, Auxin iary 
selling 
activities 


- Knowledge of planning 
the work 

- Conduct of the 
neetlngs 

- Types of sales 
neetlngs 


- Ability to plan the 
daily wrk 

- Ability to conduct 
the Sales neeting 
and to record the 
ninut es 

- Ability to prepare 
read, study and 
understand the 
conpany reports and 
reviews 


- Neatness 


- Cooperation 

- Initiative 

- Pronptness 

- Courtesy 

- Accuracy 

- Ability to 

get along with 
others 

- Acceptance of 
responsibility 
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9, Servicing - Knowledge of the terms 
Ac'i^ivibies and conditions 

relating to piarantec 
and sorvicGslafter sales) 

- Product performance 


/ 


Practices in attending 
to the guarantee period 
complaint s 

Ability to help the 
customer to benefit 
from the infomotion 
contained in the Book 

Ability to make 
follow up calls 


. Punctuality 

- Pollovdng direction 

- Judgement 

- Coimnon Sense 

- Interest 

- Enthusiasm 

- Tactfulness 

- Patience 

- Coop oration 

- Initiative 

- Accuracy 

- Courtesy 

- Acceptance of 
responsibility 

- Punctuality 

- Following 
directions 

- Efficiency 

- Tactfulnoss 
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OATEGORY-B: Wholo-salo Salesman representing Manufacturer 
soiling directly to Retailor 



1, kaintaining Bales 
of established 
items 


- Knowledge of Retail - Ability to find out 
Customers and their ^-hy the repeat- 

periodical order has not been 

requirements received 


- Methods of ascertaining 
retailer's stock 
position; and 

- Wholesalers' stock 
level 


- Ability to 
cesrr espond 

- Ability to find out 
the stock position 
with the retailers 


- Cooperation 

- Initiative 

- Promptness 

- Accuracy 

- Courtesy 

- Punctuality 

- Following 
directions 

- Judgement 

- Efficiency 

- Tactfulness 

- Resourcefulness 


. Selling New “ Knowledge of the new 

items not stocked items not availo,ble 

by the Retailers with the retailer 

- Different available 
samples 

- Understanding of proper 
quality of samples 


- Skill of introducing ^ Cooperation 
the new preducts to _ Initiative 
a particular retailer _ Promptness 

- Ability t- display _ Accuracy 
the samples 

- Courtesy 

- Ability to prepare 
sanples/sample-paoks - Cheerfulness 

- Good speech habits 

- Ability to locate the , . 

stores, not selling - Responsibility 

the new product „ Honesty and trust- 

- Ability to convince worthyness 
the stores to 
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- Knowledge of the new - Ability to convince the 
items likely to be stores to introduce 

reqLuired by the customer the new product 

- Ability to discover the 
new requirements of the 
customer 



, Introducing 
soiling Aids/ 
Devices 


- Knowledge of 

diff cront media of 
advertisement and 
sales-aid 3 ’ 

- Diiff Great tjtpes of 
dounter displays 

■* ijlanufacturers 
Advertisement 
Policy 

- Salos aids , 
required by the 
retailor 

- Knowledge of 
mass merchandise 
display 


- Ability to use the 
selling aids 

- Ability to display at 
the counter 

- Ability to draw the 
retailors attention 
to the manufacturers' 
advertis ement 

- Ability to place order 
for sales 

- Ability to sot up mss 
merchandising display 


- Following 
directions 

- Judgaaent 

- Common sense 

- Interest aid 
Enthusiasm 

- Efficiency 

- Tactfulness 

- Dependability 

- Initiative 
*• Promptness 

- Courtesy 

- ChecrfulnosB 

- Good speech habits 

- Acceptance of 

responsibility 

- Trustvrorthinoss 

- Common sense 

- Interest and 
Ihthusiasm 

- Tactfulness 
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- Selling Manufacturer’s 
merc’iandiBing plan - 


5. Making 
I adjustments 


- knowledge of various 
uses of the product 

- The prospective 
buyers 

- Features of the 
product presented 
for inspection 

- Advertisement and 
selling plans 

- Competitive markets, 


- Ability to identify 
various uses of ihe 
products 

- Ability to express/ 
demonstrate various 
uses of products 

- Practice in prescuting_ 
the goods for 
inspection 

- Ability to identify 
opportunities of 
increasing the turn¬ 
over 

- Ability to increase thi 
Turn-over. 


Cooperative 

Initiative 

Promptness 

Accuracy 

Court esy 

Chcorfulnoss " 

Good speech habits 

Honest md 
trustworthiness 

Following directions 
Efficiency 


- Knowledge of the 
adjustment policy of 
the manufacturer 


- Ability to develop " Initiative 

rapport _ Promptness 

- Ability to make minor - Accuracy 

adjustments in sale _ Curtesy 

and return of products 

- Acceptance 

- Ability to inplinont responsibility 

the adjustment policy „ Honesty 

of the manufacturer, . 

- Following directions 

- Judgement 

- Tactfulness 
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Making - Knowledge of nodes 

Colloction of coU.ection and 

various nodes of' \ 
renittajicea \ 

' i 


, Good will - Knowledge of the 
Eutios significance of 

regular visits 

> 

- Knowledge of the 
connunication and 
its channels. 


Practices in collecting 
the dues 

Ability to prepare the 
Debitors List 

Practices in renitting 
to the Head Office, thr'iugh 
various channels. 


Ability to pay regular 
visit s 

Ability to ecquiro the 
relevant info mat ions 
fron the newspapers and 
pGricdicals and other 
Co-d Gal or 3. 

Skill in developing the 
rapport with the Oust oners 
(retailers) 

Ability to pruparc the 
questionnaire to elicit 
inf omat ions about the 
drawbacks and qualities 
of the products 

- Skill in eliciting 
inf omat ion through 


- Resourcefulness 

- Surety 

- Tactfulness 

- Patience 

- Obedience 

- EEficiency 

- Interest 

- Poliowing directions 

- Honosty 

- Responsibility 

- Good speech habits, 

- Doya-lty 

- Cooperation 

- Initiative 

- Pronptness 

- Accuracy 

- Courtesy 

- Ability to got along 
with others 

- Acceptance of 
responsibility 

- Following directions 

- Judgment 
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correspondences, 
telephone and perscaid 
visits 

- Ability to comunicato 
the drawbacks of the 
products to the Head 
office, through thenedin 
of letters, profornas, 
telephone, nessengers, etc. 


, Duti os ns a 
purchasirig Agent/ 
Bjiyor 


- Conceputal knowledge of 
purchasing 

- Req,uirenents of the 
clients 

- Sources fren where 
the required goods can 
bo ordered 

- Modes of buying fron the 
supplier 

- Classification of the 
goods according to their 
type, quality and value 

- Different nodes of saiding 
noncy 

- Procedures of forwar<-i3uC 
receipts, bills otc, 
through banks 

- Procedure to tender/ 
quotations 

.. Knowledge of draft^g 
.and preparing reports 


. AbilWy to -tw . 

- Aillity to pact and - Taotfulnes 

deliver the goods _ Efficiency 

- Ability to appraise the _ Follow_ 

goods dlrectio^as 


Ability to classify the 
goods accordini’ to thear 
tvue. quality and value 


- Ability to renltt noney 

- Ability to choose the 
fT,ppropriate node of 
renit ting noney 


Acceptance 
respousihi 

Courtosy 

Cooperatic 


- Ability to send the 
docunents threugh banks 


- Ability to choose the 
genuine tender 

- Ability to place order 

- Practices in understanding 
the letters of enquires 
and writing suitable 
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- Skill in estatliBhing 
liaison with producers 
agent 

CATEGORY - C: Industrial Salesman Representing a manufacturer 
selling directly to Business Ihterpriae 


Securing 
Intervievs 


- Eno¥l(^gG of the interview - Ability to fix appointments 

b*1;.uettes and tecbnigues 4 .^v^ 

^ ^ - Atility to keep appointments 


- Ability to convince 

- Ability to communicate 


- Proficiency in spoken 
languages 


Ability to presunl the 
arfa^mp-nts in a precise 
form 


- Ability to arrange f or 
samples to be produced 
at the time of interview 


- Courtesy 

- Cheerfulness 

- Good speech 
habits 

- Personal 
grooming 

- Connon s ense 

- Enthusinsn 

- Courage 


Conducting 

Interviews 


- Knowledge of the 
problems of the 

prospects/business 

enterprise 

- Various f eaturos/uses 
of the products 

- Short-comings of the 
products 

- Business enterprise 


- Ability to discuss the - 
problems 

- Ability to put forth 
the suggestions 

- Practices in convincing 
the proBpect by explaining 
the uses of the products 

- Practices in demonstration 
of the products 


- Tactfulness 

- Resourcefulness 

- Initiative 

- Commoh sense 

- Efficiency 

- Responsibility 

- Good speech 
habits 


- Ability to alleviate the - Confidence 

obj ections/complaint s of 
products 




- Ability to 
procure orders 


Conducting 

Pononstration 


!onductini!s the 
■urvey 


- Enowledge of tho 
product 

- Denonstrotion 
techniciUG 

-- Various ste^s 

- feedback 


- Knowledge of the area 
to be covered 

- Products to be 
introduced 

- Prelininary knowlcsdge of 
the survey, its techniques 
and data collection ,and 
analysis 

- Drawing conclusions 

- Pornulating 
rec emendations 


- Ability to explain the 
product elaients 

- Practice in explaining 
the alternative uses 
of products 

- Practice in demonstration 

- Ability to generalize 
tnc results of 13ae 
demonstration 

- Ability to survey the areas 

- Ability to explain the 
uses of the products 

- Ability to collect and 
tabulate the informations 

Ability to draw the 
conclusions 

- Ability to formulate 
recammendatiens 


- Courtesy 

- Hosponsibility 

- Interest 

- E^’ficiency 

- Loyalty 

- Tactfulness 

- WillingEUQSS to 
accept criticism 


- Aggressiveness 

- Cheerfulness 

- Good speech habits 

- Willingness to 
accept criticism 

» IhthuBiasn 

- Personal Brooming 

- Punctuality 

- Honesty 

- Courtesy 

- Initiative 

- Accuracy 

- Sincerity 
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, Servicing the 
ProspectCBusiness 
Enterprise) 


6. Related Selling 
duties 


7, Using Gonpemy's 
advertising and 
sales aids 


CATEGORY 


, Soiling to 
Established 
Gustoners 


f , Securing and 
Selling to new 
Oust oners 


Sane as in the 
case of General 
Salesnan 
Category 'A' 


Sane as in the case of 
General Salesman 
Category 'A' 


-do- 


-do- 


Sane as in the Sane as in the case of 

case of Category Category 'B' teaks 3 ^ A. 

'B' tasks 3 and 4 


'D' - House to House Selling direct to 

Sane as in the As as in Category 'A' 

Category 'A' 


- Denonstration and - Ability to describe 
other nethods of prmiun off er 

selling 

- Ability to demonstrate 


- Ability to choose 
prospective buyers for 
giving samples 


As in the case of 
Salesman 
Category 'A' 


-do- 


As in the case of 
Category 'B' tasks 
3 & 4. 


Sane as in 
Category 'A' 


- Efficiency 

- Enthusiasm 

- Judgonont 

- Hollowing directions 

- Trustworthiness 

- Punctuality 

- Accepting of 
Responsibility 

- Ability to get alongwlth 
others 

- Accuracy, and 

- Promptness 
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, Making House 
Calls 


Rolatcd Sales 
Activities 

5. Go .•'■■'will (duties 


- Knowledge of the 
visiting norns 

- Knowledge of thev 
featunea of 
products 


- Ability to observe 
visiting norns 

- Ability to develop 
rapport 

- Ability to convince 
others 

- Ability to present 
nerchondise proposals 


- Initiative 

- Resourcefulness 

- Ihoticnal stability 

- Courtesy 

- Cheerfulness 

- Good speech habits 

- Ability to go along 
with others 

- Punctuality 

- Honesty 

- Personal appearance 

- Judgenent 

- Willingness to accept 
criticisn 


Sane as in Category 
'A' 


Sane as in Cate^'ory 

U' 


Sane as in Category 'A' 


- Knowledge of 
significance of 
regular visits 

- Conplaints and 
objections 

- Rules and practices 
glj^jgeturn and replao 


- Ability to locate 
tthe addresses 

- Ability to decide 
whao to visit a 
custoner 

- Ability to adjust 
conplaints andcbjections 

- Ability to effect the 
returns and rcplaconents 
according to terns end 
conditions 


- Co-operation 

- Loyality 

- Initiative 

- Pronptness 

- Ihotional stability 

- Courtesy 

- Cheerfulness 

- Good speech habits 

- Personal appearance 

- Judgenent 


- Interest 

- Willingness to accept 
criticisn 
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Procedure of ircEoming the 
head office about the 
conplaints,returns and 
replacenents 


- Ability to write and 
comunicate to the head 
office about the conplaints, 
returns and replacenents. 


CATEGrORY E-I: Activities related to Auction 


1. Organising - Knowledge of sales by 

ojid conducting auction 
auction 

“ Prparing inventories and 
arrangenent of goods 

- Various advertising nedia 

- Oonsuners' behaviour 

- Prelininary knowledge of 
correspondence and accounts 


- Ability to organise sale 
by auction 

- Practice of naking 
arrangenent of 
articles to be 
auctioned 

- Skill In inviting 
conpetltive bidding 

- Skill in inducing 
bidders for higher 
bidding 


- Practice in naintaining 
routine accounts and 
correspondonce 


CATEGORY E-2: Activities related to Insurance ^gonts 


- Initiative 

- Pronptnoss 

- loyalty 

- Coop erat lor 

- Judgenent 

- Effective 
connunicat ion 

- Responsibility 


ll. Soiling InsurnncG - Knowledge of insurance, 
Plan/]jolicies and I'ts elenents, Inportanct,, 
peri orning Insurance’typos, procedure and the 
rolrted activities various terns 

- Elenentary knowledge of 
business correspondence 

- Rules oiid regulations 
pertaining to various 
types of insurance 


- Ability to canvass 
the sale of policies 

- Skill in establishing 
contact with prospective 
clients 

- Ability to comunicate 
eff ectlvely 

- Practice in filling up 
of relevant ferns 


- Efficiency 

- Pronptness 

- Courtesy 

- Effective speech 

- Pijnctuality 

- Understanding 

- Cooperation 
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- Conpetltlve agencies and their - Skill in public 

plans relationship 

- Skill in naintfiining 

- i preliminary knowledge of income- liaison with medical 

tad relief other personnel 


- Accuracy 

- Trustworthyness 


Category B-3! Activities related to Property Dealers/ 
Estate Brokers/Property Agents 


Mvising and - Knowledge of relevant acts, 

tho client, rules and procedure in sal-e, 


- Skill in advising 
clients 


- Dependability 
_ Cooperation 


5 --— - T '-i - • 

.^A psrlomiiif! the jurfasa anA lease of propffty - estaSllahine - ilertaess 

_4.T1 vfinnnfl rxxix " 


prop city reloited 
activities 


various agrooients 
documents 

Valuation 


- Municipal rules, local taxes, 
mortgage etc. 

- Geographical knowledge of the 
surroundings of the property; 

- Preliminary knowledge of adver¬ 
tisement and correspondence. 


contacts 

- Skin in settling 
deals by bringing 
buyers and sellers 
together 


- Courtesy 

- Good speech habits 

- Command over 

language 

- Trustworthiness 


- Practice in preparing _ ;gfficj[ency 

Artaila of tha prop«.ty_ Alreotloaa 

_ Practice in scrutinising 

list of prospective - Judgement aiu 

buyers and sellers comnon-sonso 


„ Practice in relevant 
correspondence aid 

drafting 


- Skill in drawing out 
terms of agreement and 

Skill public r^ationship 
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CATS&OFJ S-4: ^ 

PurckT,£in£,j Soiling 
Sl]r'''0s, bonds, and 
othor EOGuritics, and 
norforiiinG(routine) 
rOla ted activitios 




Tc Market Activltlea 

- Enowledgo of capital 
and money market' 
nature, types, role 
and organisational 
set up. 

- Types of securities - 
shares, bonds and 
debenturoa 

- Eel evert rules, acts 
and regulations 
governing tho stock 
exchange 

- Company law - Memoran¬ 
dum and Articles of 
Association, Prospectus, 
transfer and transmission 
of shares, share warranto, 
dividends etc. 

- Financial statements and 
its analysis, share 
market trends; and 

- Various terms used in the 
sharemarkot 


- Skill in establishing 
contacts 

- Ability in analysing 
financial statement 
and predicting 

- Practices in filing 
rclev'^nt forms 

“ Ability in analysing 
share market conditions 

- Skill In explaining 
■advanta gos/dis-advant es 
of 

- Selling and purchasing 
various types of 
securities 

- Practice in maintaining 
routine accounts and 
correspondence 

- Practice in maintaining 
nailing list of 
pro^octivo investors 


Cooperation 
Dependability 
Promptness 

- Initiative 

- Effective 
comnunicat ion 

- Judgement 

- PollowJng 
directions 

- Foresightness 

- Ihotional 
stability 
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JiTEGOinY E-5 

1, Cent act injj' find 
SGldptin;: 
distributors 


2. Annlysin- 
ccupotition 


Ia:(.cutinfj 
Eq jrc-orJicr 


! Activities related to Export Salesim 

- Knowledce of relevant - Ability in establishing 

languages contacts and securing 

inf ornation 

- Export market 

potentialities - Skill in analysis. 

- Knowledge roquirod to 
doternino soundness of 
f ims/parties 

- Product and various 
noans of providing 
infomation; and 

- Knovflodge of relevant 
forci-:qa trade offices and 
centres. 


- Social 
Adjustment 

- Reasoning 

- Effective 
connunicaticn 

- Effioii-ncy 

- Iravulling 
habits 


- Knowledge of prices, 
price policy etc. 


- Skill in analysing 
market ani predicting 


- Promptness 

- Accuracy 

- AlBrtness 


- Rational 

- Efficiency 


- Knowledge of export 
procedure, shipping 
charges, cus I- oms 
duties etc, 

T Knowledge of local 
laws and taxes 


- Skill in interpreting 
various terms and 
c-uditiono 

- Practice in filling up 
vari;us forms 

- Skill in drafting and 
pri-paring rela'ant 
documents 


- Command over 
lan-Tua,ge 

- Interprt bin.; 
Ability 

- Accuracy 

- Preciseness 
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Or edit ?jid 

IPin'incial 

Activitios 


Enowled^'G of forcii^n 
exchancG, overseas, 
bfinkin-'j and prelininory 
knowlc-drje of accounts. 


- Practice in filling 
up various foros and 
docunent s 

- Practice in riaintaining 
routine accounts 


laking 

Adjustnents 


Technical laicwlodgo of - Practices of naking 
product and conpany’s adjustnent 
policy of adjustnent and 
replaconent 


- Promptness 

- Interest and 
Sithusiasn 

- Preciseness 

- Neatness 

“ Promptness 

- Carefulness 

- Efficiency 

- Jud^-ament and 
common-senso 

- Ohciience 

- Persuation 

- EEficiencgr 

- Punctuality 


lq.'.'r'uin ' - Knowledge of corrospen - Skill in drafting 

-dencG and preparation 

of reports -Practice in prep'^ing 

report 


- Command over 

lan.Tuago 

- Precisen> ss 

- Judgement and 
common sense 


- Neatness 

- Efficiaicy 
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uTE&ORI E~6". Activities relatol to Fashion Model 


and 

lay in,: 


xiin: and 

inscr-'tin: 

/a) 


- Goncoputal ImowlodaG - Skill in designing/ 

decoration and 

- Typo of noddling toko up 

still and live nodelling 

- Skill in shewnanship 

- Knowledge of desi.^ning 
process of om.'Uiontation 

- Prosentatien - ohjcctives, 
essential ojil shownaiiship 


- Imovlodge of groo'iing, 
dressing and its 
process and 

“ Penonstration an I its 
d 


- Skill in grooning - practices 
coroct use and application of 
cosnetics, dresses and an 
ability to nateb physical 
stiTicturc in that dross sense 
and practices in carying with 
dri^ssGs. 


- Skill in exercising various 
facial expressions 

- Ability to dance 

- Sldll in cxhihitirc: 
various pcscs "iid positLois 


-Inau jurat ion 

- Clarity 

- Aesthetic sense 


- C-o"'d physical 
structure 

- Photop'cnic fact 

- Snoti-nal stability 

- Aesthetic sense 

- Tenderness 

- Patience 

- Sense of hUQcur 

- Tolerance 


Alertness 
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COUilSIi! OBJECTIVES 
Oognitive (Knowledge) Objectives 
1, To help sLudents to acq.uire knowledge of: 
l) Rccoiving and attending tTao customers j 

ii) Ascertaining the customer needs; 

iii) ’Oisplaying merchandiso; 

iv) j-rccGxiting sales argument; 
v; Closing the sales; 

vi) A.uxilliary selling and servicing activities; 
viix)Performing the duties of purchasing agonis/huyers; 

±7z) Conducting demonstration and undertaking surveys; 

„x) Scrvicising the propect; 

xi) dolling to established and new Customers; 

yii) liaking House calls \ 

xa ii) Or^misin;; and conducting auctions; 

xi/) Working' of the property dealer; Est ito broker, property agent 

- share market brokcr/Dalal; an export salesman in tho capacity of a 
soli~craployod Salesman. 

SKm OBJECTIVE 

To help students in developing skills in 

1 

i) rocoiving and attending customers; 




±i) cntif yin.-ij and dG*b enEiinln^i cu-stoniers ' needs; 

iii) displaying; and denonstrating nercliandis e; 

« 

iv) prv_scnting sales arguments; 

v) closing the sales; 

liclp students in developing skills in specialised selling 
rotivities of 
jl) sales by auction 

(a) skill in organising* and conducting auction; 

(b) skill in inviting compotitivo bidding 

if/ insurcuicG sales activities 

{e,) skill in convaosing, 

(b) in establishing contact with clients 
iii) pioperxy d ealor/a.gent activities 
(e) skill in advising clients 
(b) skill in establishing contacts 
( c) skill in settling deals, 
iV) SI" aro narket hrok er/dalal 

(r) skill in analysing share market conditions 

(b) skill in analysing and Inberpreting balance sheet 
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v) Bxjort salosmn activities 

(a) skill in establishing contact, 

(b) skill in securing infornation 

(c) ability in cxplorin.; market potentialities 
vi) Paabion nod el 

(a) skill in dcsi-^^ning decoration and nakc-up 

(b) skill in groonlnc, 

P_gr^onality Traits Ob.loctivos 

4* Sc lovelop the personality traits such os: 

i) accuracy, ability to get alongufith others, a acceptance 
of responsibility, cooperation, courtesy, chcurfulness, 

Icp end ability, enotional stability, efficiency, following directi’ns, 

hDn<=sty, initiative, interest, judgenents, neatness, promptness, punctuality, 

i.crsonal aipeorance, sincerity, tactfulness, "'iid willingness to accept 

I vlticisn etc. to enable hin to act as an effective salesman. 



